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: Effective 1 Qctober 2000, the Air Force Electronic
(COROM) will be published guarterdy,
ALL CUSTOMERS RECENING ACCOUNTABLE FORMS QR CLASSIFIED PUBLICATIORNS®
MUST SIGN AND RETURNM THE DQCUMENT RECEIFT ENCLOSED WITH EACH
TRANSACTION. ACTIVITIES NOT RETURNING THE RECEIPT WILL HAVE THEIR ACCOUNTS
SUSPENDED FROM ALL TRANSACTIONS UNTIL THE RECEIPT IS RECENVED. RECEIPTS
MAY BE FAXED TO DSM 584-4629 QR 410-687-3799

Cruestions cam e answered via the ETS Helpdesk s ETS @pentagon.afmil

Very Important Info......

Only pertains to customers
Receiving Accountable or Classified
Publications and Forms



How to shop E-Pubs:
Adding Products to your Shopping Cart

# Locate the stems you want in the AFFUTES Onbne Froduct Search engine or by browsing
through our product categones.

o Agyoulocate an wem you wash to order, check box nest to ttem and chek on “Add toe can®
Thas wall place the product nto your Shopping Cart.

# To remove an tem from your Shopping Cart, Check box to clear clear the ibem and then
click on "Delete”

» You can contmue to search for more products with the "Buy More Products® Ophion

o You also have the option to change quantities of each selected tem at the checkout. Once
wou have selected the proper quantty, chek "Submut Order”

» To wew items at any tme, click on "Shopping Cart®

Checking Out

o Youwnl be prompted by an easy order wazard to prowde the necessary mformation reoquired
to shup your order. Because your right 1o privacy and securnly i3 Yery important 1o ug, we
have taken extraordimary measures to see that it is never compromised. For your peace of
mand, please read our sechon onSecunty and Privacy.

Order Confirmation Number

» Once you have confirmed your order, an order number wall be displayed on your Enalized
order. This number will allow you to rack your order through to deliversy.



Order Online:

Select your purchases by clicking on the "Add to Shopping Basket” link next to each item that you
weant to buy. Be sure to specify how many of gach item you want on the order form. Then you may
either submil your order to us by clicking on the "Checkout” button or continue to shop by clicking on
the "Continue Shopping” button

By Phone:

Call us a1 DEN-5B4-4529 or Comm.410-687-3330, between the hours of 8 am. 108 pom., EST. Our
friendly customer service reprasentatves will assist you To expedie your order, please know the
products you wizh to arder.

By Fax:

Just print out and fill in the order form and fax it to us st DSN-584-4629 or Comm 410-687-3723. Please
be sure to include your own fax nurmber and daytime phone number

By Mail:

Simply fill i all infarmation an the order farm, including daylirme phone number and print out the farm.

Mail to:
AFPDC

Different ways to Order from E-Pubs
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iy O, the Air Force Electronic Publishing Library (AFEPL)

{CDHDM] will ha published guartery.

The AF Form 1845, Request for and Record of Organizational Account has been revised to gather
organizational strength and requirements data 1o establish an organizational account for obtaining
physical products from the Air Force Publishing Distribution Center. (AFPDC). This form is now available
on the Air Force Web Site, (1990 Edition). Every organization needs 10 complete this form in order o
recere physical products from the AFPDC. At a minimurm there should be at least 18-20 organizational
accounts for each base (e, CC, DP, 5G, CE, 3V, eic). Further breakdowns will ba st the dizcretion of
the local CommandersDirectors. (See additional information on the bottom of the form).

[P OR

Completed AF1846's may be mailed o AFDPO, 500 Duncan Ave., Box 94 Bolling AFB, DC 20332
1111 or Fax’d to DSHN 754 2387 or Comn 202404 2387, Failue to receve the completed AF 1845 will
esult in activities cumently receiving publications andor forms through the PDO systern, in nol receiving
any further physical publications andfor forms, clagsified publications and safequard or accountable
forrms, and will prevent them from receiving material issued on ratio basis,

Baged upon some concems from the field, the following additional information is provided for submigsion
of the AF1846:

In erder to continue to receve physical products after closure of the PDO's, any activity
previously recerng classified publications or accountable and safeguard forms must establish
an account, utilizing the AF1846. Those actties desifing publications and forms which are
"not” confrolled may do o by clicking on "order at the bottom lefl of the Web Site Screen. The
next screen, in the center has an entry “users who do nol have accounts click here, Click this
block. Follow the instructions and complete the entry. You will recene an acknowledgement
within 24 hours, and then may reguest uncontrolled publications and forms.
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Section I, Name and Title of Requesting Official, Thiz is considered to be the name assigned to
the account on approved AF 1845, Mo Alternates are required for submission fo AFDPO, howewer
Alternates may be ulilized within the organization, When slternates use the On-Line Ordering
gystem they must use the e-mail address provided on the AF1846 if it is an AF1848 account,
The e-mail address in the "Organizational Email * block is just that, an "Organizational Email
addresz, not a persons e-mail address,

When the AF1846 is receed by AFDPO the verfication by the "Werfying Official® (Publishing
Manager) cerifies that the names and signatures are valid. AFDPO does nol have access o
this local information, it must be provided by the verifying official a1 the level from which the
request was submitted. Once AF1846's are receved, Accoun Numbers are assigned and the
requesting Oficial notified of the number assigned.

The Block says “Approving Official or Commander, This could be the Director, Commander,
Squadron Section Commander, Detachment Commander, etc, Depends upon the structure of
the organization making the request, This authorization will not be delegated down,

The level of the "Publizhing Manager vanfying the AF1845 is that of the Requesting Official. As
adwvized there are Wing Publishing Managers, Group Publishing Managers and Base Publishing
Managers. if the requestors address is a1 Wing level, then the 'Wing Publishing Manager verifies
the AF1846., Please remember, the AF1846 iz not a “new” form, it is a revized form and the
basic instructions for preparation are contained in AFIET-161. These instructions apply to that
portean of the form that was revised.

Forms and publications required by Civilian Contractors are contained in the Air Force contract,
It iz the responsibility of the Contracting Officer over-sesing this confract to ensure the
availability of publications and forms for these contracts. AFDPO has no knowledge of the
publications or forms required for issue based upon chilian confracts.

If the requesting activity is a Contractor, previously having a PDO or CAR account, the
submizgion of the AF 1846 should be through the supporting Contracting Officer for that specific
contract. The &ir Force Contracting Oficer will vanfy the existence of the contract, provide the
Contract Mumber and Expiration date in the ramarks block of the AF1346, list (or attach) a copy
of all formiz and publications 10 be izsued under this contract, authenticate in the YVerification
block and forsard completed AF 1846 1o AFDPO/PPL AF1846's submitted directly from the
civilian contractor will not be accepled,
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Legarization Accounts baged upon AFTHAE submisgions hswe been enssed and scoounts
asegigned. & vary large number of submisgions ware from activities that did not necessanly
require accounis, based upon the information they provded, The AF1B48% for theoe actratics
are cumently being screened and retumed to those activities with a cover letter. explaining the
rrasares for their pelurn. Resubriissioms dre peeenitied f (e orgginal anforeoabioon wes eilber
Inaccuralte of incomplete. Requests may be submitted by mall, fax, and e-mall, specitying the
acgcount number and paeeward for already seemgned sccounte, Actealies not regquinng sccounts
roay uge the procedures provided above, still utilizing the On-Ling-Ordering ayatem.
Dizconnecied users may use [Nax, telephone or mail fo request non-controlled publications and
furemes. Tu whilain accvunt numbers and gueries condact the ETS Semice Desk. Addiesses and
CcORTacT points are AFDPO, S Duncan e, Box 294 Bolling AFB, DC 203321111 @ Fax:
IsM AL S350 or Comem Q00204 0300 E1S Sendce Desk phone: SN A5 24090 or Comm
202 404 2438, Email:

Jmestioms cam e answered via thee FTS Helpdesk o ETLSfpenmaganatmil
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Summary

. From the VEPDL main page choose Publishing - E-Pubs.

. In E-Puhs, go 1o the wp ol the right hand side and choose On-Line Oredering,

If vou already have established an account: Type in vour Username/ Account Mumber and Password.
If thas is the first time you are going (o order, Click on Users who do nol have an account,

Fill omt gll pertinent information and send the data to E-Pubs. Within 24 hours vou should get a
confirmation e-mail with vour password. Remember this password, bocause E-Pubs doesn®. 15 you Torges

vour password vou must establish a new account again.

If vou need Safeguard, Accountable and Classified forms and publications, vou must Q] out an
AF Form 1846 first, and bring it to Publishing Mgt at Bldg 6510, roam 128, You will then be issued & password.

Far the ahove mentioned products, vou must sign and return a document receipl.

To track a shipment, tvpe in vour arder number, Tf vou have further guestions about your order,
contact the AFPDC helpdesk at DSN: 384-43294 7294829 or Comume: (410} 687-3330.

For further assistance, please call Publishing at 6-7892



